Title: Leave Activity Summary Report (ZHR_RPTTM398)

Leave Activity Summary Report Transaction Code:

Purpose

Trigger

Prerequisites

End User Roles

ZHR_RPTTM398

Use this procedure to display leave balances, the monetary value of the leave
balances and the number of employees who automatically accrue leave.

Perform this procedure to display the monetary value of leave balances.

None.

In order to perform this transaction you must be assigned one of the following
roles:

Payroll processor, Payroll Supervisor, Time and Attendance Processor, Time and
Attendance Inquirer, Time and Attendance Supervisor

Change History

Change Description

6/10/2009

Procedure created

Menu Path

Transaction Code

None

ZHR_RPTTM398

WSD Personnel
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Title: Leave Activity Summary Report (ZHR_RPTTM398)

Procedure

1. Start the transaction using the transaction code ZHR_RPTTM398.
(=
| Prograrn  Edit Goto  System  Help

| & 1 1@e@e BNk Dron BE QB

Leave Activity Summary Report

| | Selections from || = Search helps | 5 Org. structure

Key date
@ Today
O Other keydate

Key Date

Selection
Fersonnel Mumber
Fersonnel area
Fersonnel subarea
Employee group
Business area
Organizational unit

[elelslel el el gl

Time recording administrator

Cluota selection

Quota type to

Deduction Period 0140141800 1253178993

2. Under the ' K&Y¥ date soction complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Key date R This is the date on which a search for information is being
performed. The Today radio button defaults in

Example: Today

Other keydate o This selection option will run the report using the specified values

for the person and data selection period.
Example: 6/1/2009

(The report will display data as of the date entered).

HR
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Title: Leave Activity Summary Report (ZHR_RPTTM398)

Under the I@ section complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Personnel 0 The employee’s unique identifying number.
Number
Example: 400000129
Personnel area R A specific agency/sub agency in the State of Washington
Example: 1111 Information Services Division
Personnel 0 A subdivision of Personnel Area that identifies Bargaining Units,
subarea WMS, Exempt and non-Represented positions.
Example: 0001- Non represented
Employee 0 Status of an employee or position within the State of
group Washington. Note: This is the status of the position only, not the
employee.
Example: 0 (Permanent)
Business Area 0 A specific agency in the State of Washington. This is associated
with each Employer Identification Number (EIN).
Example: 1110 (Department of Personnel)
Organizational o Represents departments, regions, divisions, units or other
Unit groupings within an Agency.
: To run the report by Organizational Unit,
1.Place your cursor into the field and click on the L=/ (Matchcode)
2. Select the triangle to the left of State of
Washington

WSD Personnel
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Title: Leave Activity Summary Report (ZHR_RPTTM398)

I= Choose Organizational unit
Marme 1D Code Walid frarm N
=~ [ Organizational structure B

| = | state of Washingtan O 30000000 SOMY 01/01/2005 UL~
I O SENMATE O 30000003 012 01/01/2005 U
I JOINT TRANSPORTATION COMMI O 30000042 013 01/01/2003 U
I OO JOINT LEG AUDIT/REY COMb O 30000043 014 01/01/2005 U
1 LEGISLATWVE TRNPRT COhh O 30000047 015 01/01/2005 UL
I [ Legislative Evaluation & Accountat © 30000048 020 01/01/2005 U
I [ Office of the State Actuary O 30000049 033 01/01/2003 U
I O JOINT LEG. 5v5. CO O 30000050 035 01/01/2005 U
> [ PERM STATUTE LAW COMM O 30000057 040 01/01/2005 U
I O SUPREME COURT 0 30000063 0435 01/01/2008 U
O Law Library O 30000078 046 01/01/2005 U
I O COURT OF APPEALS O 30000080 045 01/01/2003 U
> O Commission on Judical Conduct O 30000116 050 01/01/2005 U
> O Administrative Office of the Courts © 30000117 1l5}) 01/01/2005 U
I [ Office of Public Defense O 30000183 0g6 01/01/2005 U
[ OFFICE OF CIWIL LEGAL AID O 30000184 0s7 01/01/2003 U
I [ OFFICE OF THE GOWVERNOR O 30000185 073 01/01/2005 U
I [ Office of Lieutenant Governar O 30000192 080 01/01/2005 U
I O PUBLIC DISCLOSURE COMM 0 30000123 082 01/01/2008 U
I [ Office of the Secretary of State O 30000195 083 01/01/2003 U
I COHOUSE OF REPRESENMTATIVES O 30000247 o1 01/01/2005 Uy
O GOVERNORS OFFICE OF INDIAN © 30000307 086 01/01/2005  Ug
I G [ b

3. Select the triangle next to your agency and highlight the
Org unit to view

| = U Department of Personnel | 0 30000431 1 01012005 U
LIDIHEC TOR S OFFICE 0 30000492 AL a1/01/2005 U
L1 ADMINISTRATIVE SERVICES 030000493 AB 01/01/2008 U
I O ORG & EMPL DEY SERVICES O 30000487 IAF 010172005 U
P T PERSUNNEL SERVICES O Sooo0aaT Al 01/01/2005 U
O LEGAL AFFAIRS O 30000308 AT 01/01/2005 U
Oiso O 30000813 DA 01/01/2008 U
O HRMS O 30000314 DB 01/01/2008 U
[0 BOARD AND OTHER O 30008032 ®1 a1/01/2008 U
1 DELIMIT 09 O 31000104 DELD3 01/01/2008 U
b O WASHNGTON'S LOTTERY 0 30000527 116 010172005 U
b O GAMBLING COMMISSION O 30000855 17 01/01/2005 L)
[J Commission on Hispanic Affairs O 30000581 118 01/01/2005 U
I Commission an African American 20 30000582 119 01/01/2005 U
b OO HUMAN RIGHTS COMMISSION O 30000583 120 01/01/2008 U
O Personnel Appeals Board O 30000588 122 01/01/2002 U
Ejny [ o I [+
v

e | , -
4. Click to accept and return to the selection criteria
screen.

Example: ORG & EMPL DEV SERVICES

Under the Quota selection .o plete the following:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Quota Type 0]

Type of quota
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Title: Leave Activity Summary Report (ZHR_RPTTM398)

@ If you want to view all quota types, leave this field blank.
Example: 30 (Sick Leave)
Dec?uchon R The entries in the deduction from date and Deduction to date
Period determine the quota period.
@ Dates entered in this section will be the dates used to
generate the report.
Example: 5/1/2009 to 5/15/2009
=
Program Edit Goto System  Help
& A H I CE@® SEE D08 EE @

Leave Activity Summary Report

| | Selections fram || 5> Search helps | 5 Org. structure

Key date
@ Today
(O Other keydate
ey Date

Selection
Fersonnel Mumber
Fersonnel area 1110
Fersonnel subarea
Employvee group
Business area
Organizational unit 30000457
Time recording administrator

[e]zlelslel] 2]

Cluota selection

Quota type 30 to 3 E
Deduction Period 05/01/2009 05/15/2009

6. Click (Execute) to generate the report

HR
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| List Edit Goto “iews Seftings Swstern  Help

| & 140 @6 CHE anan AR Q®

Title: Leave Activity Summary Report (ZHR_RPTTM398)

Leave Activity Summary Report

State of Washington - HRMS
Leave Activity Summary Report

Program: ZHR_RPTTM398

User: KELLYW

Date: 06/10/2009

Period:  05/01/2009 thru 05/15/2009

"

Quota Type[=  Begin balal= Eamed hou[= Taken hour|= Adjusted h|=Paid hours|= Donated nol= Recieve.. |- Donated Re[=  Ending Bal

30 3,900.51 0.00
I, 30 = 3,900.51 = 0.00 =
3 3,079.77 0.00
I, 3. 3,079.77 = 0.00 =
Il, Personnel Area1l..== 698028 = 0.00 ==
23

=== 6,980.28 =:x 000 ===

0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00 =
0.00
0.00 -
0.00 ==
0.00 sns

0.00 0.0o 0.0o
0.00 = 0.00 = 0.00 =
0.00 0.00 0.00
0.00 - 0.00 - 0.00 -

0.00 == 0.00 - - 0.00 ==
0.00 === 0.00 === 000 ===

0.00
0.00
0.00
0.00
0.00
0.00

3,900.51
= 3,900.51
3,079.77
- 3,079.77
== £,980.28
=== 5,980.28

7. To add the monetary value or display the number of employees who automatically accrue leave to

the report click (Change Layout) to add the columns to the report.

7.1 Select Paid Value and Number of EE per time admin from

Il:D'Change Layout

Displayed Colu Sort Order { Filter { ey i Display

Displayed Columns

Column Set

WSD Personnel

Column Name | = Column Mame |
Cluota Type Time Adrministrator text []
Beqin balance Hours Cluota Type text [*]
Earned hours Begin balance value ]
Taken hours Earned wvalue
Adjusted hours Taken value
Paid hours Adjusted value -
Donated hours Donated wvalue
Recieved hours Donated Return value
Donated Return hours Recieved value
Ending Balance hours Ending Balance walue

Paid value =

rurnber of EE per time admin %

=
6 of 8



Title: Leave Activity Summary Report (ZHR_RPTTM398)

@Columns listed under the Displayed Columns will display, in order as listed on the report. You

can reorder the columns using the| - I i I 2 I ¥ | Columns listed in the Column Set will not
display on the report unless they are moved into the Displayed Columns.

7.2 Click( v ) transfer to return to the report

=]
List Edit Goto “Wiews Settings  Systern  Help

& A H @@ SEE B0 o8 | HEE |G
Leave Activity Summary Report

State of Washington - HRMS
Leave Activity Summary Report

Program: ZHR_RPTTM398

User: KELLYW

Date: 06/15/2009

Period:  05/01/2009 thru 05/15/2009

B Quota Type|= Begin bala|= Earned hou|= Taken huur|=AdJusted h|= Paid hours|= Donated ho|= Recieve...|= Donated Rel=  Ending Balfe Paid value|z Number of
30 3,800.51 0.00 0.00 0.00 0.00 0.00 0.00 0.00 3,900.51 0.00 19

L, 30 = 3,900.51 = 0.00 = 0.00 = 0.00 - 0.00 = 0.00 - 0.00 = 0.00 = 3,900.51 |- 0.00 - 19
31 3,079.77 0.00 0.00 0.00 0.00 0.00 0.00 0.00 3,079.77 0.00 19

L 31 = 3,079.77 = 0.00 = 0.00 = 0.00 - 0.00 - 0.00 - 0.00 = 0.00 = 3,079.77 |- 0.00 - 19

I, Personnel Areall..-= 6,980.28 = 0.00 == 0.00 == 0.00 == 0.00 == 0.00 == 0.00 == 0.00 == 6£,980.28 |-= 0.00 == 38

AN sns §,980.28 =un 0.00 =e= 0.00 === 000 sss 0.00 === 0.00 === 0.00 =s= 0.00 =ss 698028 |s== 0.00 =s= 38

8. To view the number of employees who accrued leave highlight the quota type to view
=

List Edit Goto ‘iews Settings Systerm  Help
@ ndH @@ CHE fhas BEE @
Leave Activity Summary Report

State of Washington - HRMS
Leave Activity Summary Report

Program: ZHR_RPTTM398

User: KELLYW

Date: 06/10/2009

Period:  05/01/2009 thru 05/15/2009

+

Quota Typel= i
30 3,900.51 0.00 0.00 0.00 0.00 0.00 0.00 0.00 3,900.5

30 = 3,90051 = 0.00 = 0.00 = 0.00 = 0.00 = 0.00 = 0.00 = 0.00 - 3,200.51
31 307877 0.00 0.00 0.00 0.00 0.00 0.00 0.00 3,079.77
31 = 3,079.77 = 0.00 = 0.00 = 0.00 = 0.00 = 0.00 = 0.00 = 0.00 - 3,079.77

[, Personnel Areai1..-=- 6,920.28 - - 0.00 =- 0.00 == 0.00 == 0.00 =- 0.00 == 0.00 == 0.00 -- 6,980.28
=== 698028 === 0.00 === 0.00 === 000 === 000 === 0.00 === 000 === 0.00 --- 6,980.28

Bl El R

9. Click @ (Choose) to display
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Title: Leave Activity Summary Report (ZHR_RPTTM398)

I@Details
Group description Cell Content
Cluota Type 30
Business Area 1110
Begin balance Hours 3,900.51
Business Area Text Department of Personne
Fersonnel Area 1110
Fersonnel Area Text Dept of Personnel
Personnel Sub Area oao1
Personnel Sub Area text Mon Represented
Qrganizational Lnit 30000497
Qrganizational Unit text ORG & EMPL DEY SER
Ending Balance hours 3,500.481
Time Administrator 0AF
Time Administratar text HRDS ADMIMISTRATION
[Number of EE per time admin 19
LILOLE Type Text aick Leave
Beqin balance “alue 108,935 34
Ending Balance value 108,935 .94
K| | K1

@ To close the detail view and return back to the report click the e (Continue).

Results

You have successfully generated the Leave Activity Summary Report

WSD Personnel
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